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OVERVIEW 



f The purpose of these Getting Down to Business modules is, -to provide 
high, school students in vocational classes with an introduction to the , 
career option of small business ownership 'and to the management skills 
necessary for successful operation of a small business. Developed under 
contract to the Office of Vocational and Adult Education, U.S. Department 
of Education, the materials ^re designed to acquaint a, variety of voca- 
tional students with entrepreneurship opportunities and to help reduce the 
high failure rate of small businesses. * 

« 

As the students become familiar with 'tjie .rewards and deman4s 6f small 
business ownership, they- will be able to make more informed decisions 
regarding their own interest in this career possibility. It is hoped 
that, as a result of using these materials, some students will en^er small 
business ownership morej prepared for it^ challenges. Others will decide 
that entrepreneurship' is not. well suited to their abilities and interests^ 
and they'will pursue 'other career paths. Both decisions are valid. Tfie 
materials will encourage students to choose what is best for them. 

4 

These Getting Down to Business modulgs^are designed to be inserted 
into ongoing high school vocational programs in the seven ^t5c^tional dis- 
ciplines — Agriculture", Distributive Education, Occupational Home Econom- 
ies, Business and Office, Trades and Industry, Technical, and Hearth. 
They will serve as a brief supplement to the technical instruction of 
vo'cational courses, wljich prepare student^ well for beipg competent; 
employees but. which generally do not equip them with skills related to 
small business ownership. The modules are self-contained and require a 
minimum of outside training and preparation on the part % of instructors. 
Needed outside resources include only those typed 'of materials available 
to all students,* such as telephone directories i newspapers, an$ city maps. • 
No special texts or Reference materials are required.. * For further 
optional reading by instructors, additional references are listed at the 
end of the Teacher Guide . An annotated Resource^Guide describing espe- 
cially valuable entrepreneurship- f related materials is also available. 

The purpose' of this module is to give students some idea of what it is 
like to own and operate a restaWrant. Students will have an opportunity 
to learii about the kinds of activities and decisions a restaurant owner is 
involvea in every day. While the modul^is not a complete lf how-to Jt 
manual, the individual lessons will provide your class with the chance to 
practice many of these activities and decisions; 

Today, owners of small businesses face many problems — some minor, some * 
not, so easily taken care of; These problems are reflections of the changes 
our society is going through. While this ft module , cannot address itself. to 
all of them, the discussion questions at the end of each unit are designed 
•.to give students an opportunity to explore possible solutions* 

Yoii may want to present, this module after completing Module 1, Getting 
Down to Business: What's It all>bbut? ' Module 1 is a 16-hour program 



covering a more in-depth approaph to owning any small business. The terms *^ 
introduced in Module 1 are "used in this module with a restatement of their 
definitions. Also, the fox;ms used are the sajne , with some minor changes 
to fit the restaurarit business specifically. Module 1 provides an intfo-» 
duction to owning a small business in addition. to some skills and activities 
that, due to their general nature, are not covered in this module. r 



. Content Organization 
Each, unit of the module coffins the following: 

1. Divider Page — a list of what the student should be able to do at 

* theend of that unit. f ^ * 

2. Case Study —an account of a business owner in the field. 

3. Text — three to four pages outlining business management principles 
introduced in the case study but focused more on the student. 

4. Learning Ac tivities — rthree separate sections, including: 

a. t Individual Activities — finding ' information given in the text* 

or applying information in the text to new situations. 

b. Discussion Questions — considering broad issues**introduced in 
the text; sevefal different points of view may be justifiab^. 

• c3 Group Activity — taking part in a more creatiye and action- 

oriented activity; some activities may focus on values 
clarification. . \ 




G&ner£V Not$%t on Use of the Module 

• , » -** * : 

Instructional Each^ unit = 1 cl-hss period; totalT class periods = 9 
Time: * Introduction, quiz, summary , s = 1 

' * \ Total^instructional' time = 10 class periods 

The case study and text are centra! to the program's content and are 
based on^the instructional objectives appearing in the last section *of 
this Guide . Learning activities are also linked' to these objectives. You 
will probably not have time, however, to introduce all the learning 
activities in each unit. Instead,jyou tfill want to select those that 
appear most related to course objectives ^ are most interesting to and 
appropriate for your students, and are best suited to your particular 
classroom seating* Certain „ learning activities may require extra class- 
tjootn time and may.be used as supplementary activities if ^desired. 

Before presenting the module to the class, you should review both the 
Student? and Teacher Guides and formulate you^ own personal instructional 
approach. Depending on the nature of your classroom setting and the 
students 1 abilities, you may want to present the case study and text by 



instructional means that do not rdly on students 1 reading — for example, 
through lecture/question-answer s format. Case studies and certain learn- 
ing activities may be presented .as skits or role-playing situations."^ 

.No particular section of the module is designated as homework, but you 
may wish to assign certain portions of > the module to be completed out of 
clasfc. You may "want students to read the case study and' text in prepara- . 
■tion for discussion in the next class period, or you may want them to 
review the material at home 'after the class discussibrt. You may also 
prefer that students read^the material in class. Similarly, individual 
activities may be completed in- class or for homework. Discussion ques- 
tifc*s and group activities 'are specially intended for classroom use, 
although some outside preparation by students may also be needed (for 
example, in the case of visiting a small business and interviewing the 
owner). 

Methods that enhance student ihterest in the material and that empha- 
size student participation^should be used as much as possible. Do not 
sfcek to cover material exhaustively, but view the course as a brief intro- 
duction to entrepreneurship skills. Assume that students will obtain more 
job training and business experience before launching an entrepreneurial 
career. ^ 

The quiz mky be used as a formal evaluation # of student learning or as 
a self- assessment tool for students. Answers *to learning activities arid 
tfie quiz are provided in a later section, of this guide. 



, SUGGESTED STEPS' FOR MODULE USE % * 

Introduction (10-15 v minutes ) ^ < 

I. In introducing ^this module7~you will probably want to find Qut 
• what students already know about the restaurant business. 

. • Ask if they know the two basic t^pes of foodf service, ("luxury" 
and "fast food"T. 

• Ask what personal qualities are necessary to be a tsuccessf ul 
Restaurant 'owner (really like food and people; be skilled, in 

v preparing and serving food; have good business sense; be % 
willing to work hard and long hours; maintain higfr standards • 
for food quality). ^ * 

4 • Ask.them yhat they think the, advantages of owning their own 
'restaurant might be. j 

• Ask them what disadvantages they see. v # 

• * 

IJ. Discuss small businesses briefly. Over" 90% of all businesses in 

the United States are small businesses. In this module we will be 
dealing with very small businesses, meaning a self-employed owner 
working alone or with one to f our -eriployees . Often *small busi- 
^ nesses are owned and run by members of a family. * 

III. Discuss the purposes of the module; 

• To increase students' awareness of small "business o/Wnership as 

a^ career option* 

* ^ 
^ • To acquaint students with the skills and personal qualities 

restaurant owners needf to succeed* 

• To acquaint students with the :kind of work ^mall business' 
owners do in addition to usincf their vocational skills. 

• - i 

• To expose students to the advantages and disadvantages 6f 
small business ownership* 



IV. Emphasize that even if students chink they lafck management apti- 
tudes, some abilities can be developed. If students "turn on 11 ,to 
I the idea of small business ownership, they can ^work"at acquiring 

^abilities they don f t have. 
« 

• Also,, students' who work through this module will have gained valuable 
insights into how a*kl why business decisions are made. Even if they later 
choose careers as employees, they will /be better equipped to help the 
business succeed becduse of their understanding. 

t 
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Unit 1 - Planning a Restaurant (1 class period) 

I. Case Study : Manuel Hernande^'is thinking of opening his own 

restaurant* He thinks about his personal character- 
istics and considers what he, has* learned about the 
restaurant business while working as a waiter in 
different restaurants* 

Text: Services, Customers, and Competition 
Personal Qualities and Skills 
How to Compete Well ' 9 «. 
Special Business Image • * 

Legal Requirements ^ 

■ • . . *-\ 

• II. Responses to Individual Activities ^ • 

* 1. Restaurant ownership requires knowledge about: 

(1) Manufacturing — preparing food 

(2) Retailing — selling food 

(3) Service trades — problems that occur in this area , * 

2. Luxury and fast food.* The luxury 1 restaurant includes family 
and entertainment types. These types provide slowly prepared 

, meals with a rfelaked atmosphere at a higher cost*, while the * 
t fast food business caters to quickly, prepared food at a lower 
cost for pepple iq a hurry. 

t 

3. Any two: - ' 

^(a) Business workers might eat in cafeterias . where they work.- 

(b) Shoppers or business workers in a hurry might eat at lunch, 
counters in fast food places. 

(c) Travelers or professional people usually eat in luxury 
' restaurants, where they can' relax. 

Students might come up with some other ideas that may' be* valid 
answers • 

4. Students* wil 1 have checked items that apply to them. 

5. Any name that suggests the specialty offered is satisfactory, 

6. Answers depend on your location • 
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Responses to Discussion Questions 

— ^ *■ 

\^ People eat in restaurants lot various reasons". . Their prefer- 
ences may depend on the occasion, finances, or their desire 
foj: a particular taste. Discu-ss the various social and eco- 
nomic reasons for eating out as opposed to eating at home. 

2. The positive aspect: Manuel's experience in restaurants, his 
attitude, and his personality. He likes people and enjoys 
working with them; he wants to b'e his own boss. 

The negative aspect: No direct business experience, possible 
language difficulties.. You might want to discuss atTftfents 1 
feeling about language barriers ill. deciding to open a service 
oriented business. 

3\ Discuss points such as these: increase in gasoline cost and 
its pptential effect on customer flow;^the possibility of more 
business due to increased foot traf fiffof local community 
residents. Increases in the cost of living (food costs) may 
% make it more economical to eat out. # 

Group Activity 

/ptus activity, is designed to acquaint students with a real- 
life restaurant owner. The principles in the text regarding the 
characteristics and responsibilities of a restaurant owner sFiould 
be reinforced by the students'* personal contact with such a person. 

A list of sanrple questions^ or the visitor is provided. Be x 4 
sure the speaker knows the kind of questions he or she should 
address at least a week before the presentation. Since the focus 
is on management activities , and requirements, tbe speaker may find 
this a little different from the u^jal class presentation. 

You will probably want to allow questions and answers after 
the presentation. Ydii may also want to have a brief discussion of 
what the class thought about the pVesentation/kf ter it's over. 
This activity will probably require extra classroom time. Class 
discussions may follow during the next classroom session, which 
maty give students an opportunity to think -of additional areas of 
discussion. * * 



Choosing a Location (1 class period) 

« 

Caste Study : Manuel knew the location he wanted for^his own 

restaurant. By chance, he is referred to the exact 
location by a friend, tie finds that there is a 
small, fully equipped restaurant that the owner wants 
to se*l for little or nothing. He decides to buy the 
restaurant* 



1 ** ' Text : ; Things to Think About in. Deciding Where to Choose a 
Location s 

Competition . - " " N * 

• • Possible- income « 

Traftspor tation. m 
\, Choosing a Location ' . ' 



A 



II, > Responses to Individual Activities 
l.o Any three: 



IK 



(a) Kind of food' other restaurants offer 

(b) Special services * . 

(c) Prices of the meals > I 

(d) Business hours * fH*** ^ 



2. Answers depend on your location. 



nt/s rese 



3» Responses will depend on each student Js research. You should 
check out the infprmatiop sources used (probably the Yellow 
Pages) for accuracy, t 



4. 2,000 x $1;500 x 5% = $150, OOP* ■ 
(families x income x percent; the percentage of income typi- 
cally spent for food in restaurants is listed in the text) 

5. Responses will depend on each student's research and the 
location of your^coBp^nity . Use the/fo^mtila (families x 

•income x 5%) for computation. ' * 

6. *Any three:* * _ * • 

*• (a) The number of peopl"e who pass by on foot or in cars 
(b) The hours crowds are heaviest * 
^ „ (c) Where the people are going — home, work, shopping 
^ % (d) The types o*£ businesses nearby 

(e) Plans for growth in the area 

(f) Public parking spaces 

■ 7. $10,000 ($500 7 .Q5) 
III, Responses to Discussion Questions 

1. 'Responses should be based on the number of existing restaur- 
r ants (Ihe higher tl^e number, the higher the risk?Jy~the ayecag£ 

income in the community, ( affects your possible income) \and 
the amount of rent t^iat^should be paid in a month. * * 

* 2.* Responses will depend, on the location of your community. ^ + 
Discuss the effects of competition,* community income, and 
* • availability of .transportation in discussion of a successful- • 
restaurant. 4 • 
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3. Jack and Betty JacksonVs business failed because there vas^too. 
I much competition for food- services in the area they chose. * 
Transportation was also poor. Have the students brainstorm 
their reasons for the Jacksons* business failure. » . ** 

The Jacksons should have considered* the income level of the 
community, the competition f or food services, and the avail-' 
ability of transportation before Redding on a location/ 

IV. Ggoup Activity » ^" 

The purpose of this activity is io give students the oppor- 
tunity to evaluate possible restaurant locations. In dding so, • ♦ 
they will be applying what they learned in 'this tmit . 

Unit 3 ^GHfe'tting'rfoney fV-Start (1 Class period) A . 

: ' ' V • - . - . 

I. Case Study t Makufel makes a list of his starting ^expenses and 

determines the size of the bank loan he will need. 

Then he decides to apply for a business loan from the 

local bank. 

Text : Personal Background Information (a Resume) 
Business Description \ . * 
Statement of Financial Need '* 
Starting Expenses 
Sample* Statement 



f 



ftfc. Responses to Individual Activities 

1. How he will pay his supplier and his strategy for. sue cess. 
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• • ' STATEMENT OR FINANCIAL NEED • 


Starting Expense 


s 


fc *Money on Hand 


Salaries 


$ 3,000 




Rent and* Utilities 


3,200 




• Repairs and 'Renovations 


5,000 


Cash on Harifl , $ 5,000 


Equipment and Furniture . 


* 3,000 


Gifts or Personal Loans 


• 

Food f 


.1,500 


Investment by. Other 8 > f 9 


Advertising 


700 . 


* ,» tat at ^ ^ nnn 

u iUiillj 9 D , uuu 


''other* f 


10,350 




. , ' TOTAL 


$26;, 750. 




4 




TOTAL STARTING EXPENSES $26,750 


€ * 

^business licenses; insurance; 


TOTAL H)NE,Y;0N HAND 5,000 

r • - . 


' accountant;" emergencies 
•v ' ^« « x 


-TOTAL LOAN MONEY NEEDED $21,750 



3. Business license, ^insurance a#d accounting advice; and extra 
money for problems that might come up* 

III. Responses to Discussion Questions 

1. Manuel's description is pretty thorough, but some parts have 
been omitted, as indicated abovg. A lender would prqjbably 
have questions for«Manuel and might request a more detailed 
description of % his pJLan. 

personal background information (resume) 

more detailed information about Manuel's current financial 
situation; for example, the debts he owes, etc. 
*/c. more information about Manuel's chances for success — what 
strategies jie Jiight use to stand out from the competition. 



2; 



a. 
b. 



IV. G»roup Activity* \ 

1. Charles ^expenses would be lower than Manuel's. His starting 
expenses would probably include all of the same types of 
/ * expenses Jthat Manuel has listed with the exception of the 

property *pa^ment, since he has not indicated that he would buy 
j, ' » the , restaurant ♦ Since Charles' restaurant ottly seats 20 

^ "people^ half the number Manuel's restaurant will accommodate, 
.* . . he will probably need only half the amount 'of food inventory. 



2. Charles would need to apply for a loan. The $1,000 he .has 
saved^ is not 'enough to cover his starting expenses. He would 
need to provide background information, a description .of his 

pl'ans^ and a statement of financial need, just as Manuel did. 

* / ' * 

3. Because of Charles 1 background and experience as a cook, he 
shduld be able to get a loatt for the starting expenses he 

' would incur in opening his restaurant. Ask students 'to give 
their, feelings about his decision based oft what they have 
learned in this unit. " 



Being in Charge (X fclass ^period) 

• • * 

Case Study ; , Manuel knows how many . employees he will need to hire 
and the type of employees he is looking for. He 
develops an application, form and a list of interview 
*, questions. _ 

Text ; Tasks- * . . • , 

Selecting Job Applicants 

Sources of Employees • , ") * 
Detailed Application 
Physical Ability 
• Educatjbnal Qualifications 
'~ Personal Qualification* 
Personal Interview 
Personal References ' 

r 

Employee Training . 
Responses to Individual Activities 

~) : • * - '■ 

1. a. Prepare' and serve the fo$>d 

b. Arrange for ^food -deliveries 
. c. ?lace new orders ) 

d. * Call for* repair people 4 ' , 

e*. Hire and train new employees 
f. Cheeky cash receipts 
g# Oversee the kitchen 

Students may come up yith additional answers that are valid. - 

2. Any ttiree of the following;\ - , 
a. friends and acquaintances 

b* employment agencies . K 

c. newspaper advertisements . '* ♦ 

•*d. personal applications _ « # — 

3. a.* Fill out a detailed application i • * 
""b. Provide personal ^references ' 

c. Have n personal interview * " v t 

' '5 
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4. j a. Physical ability 

b. Educational fiackground * ^ 

c. Personal qualifications ^ * 

5. A personal interview is especially important because it can 
tell you about personal qualities that don't show up in the 
application. 



6. A person- to-person call to a reference. This* is the taost 
reliable source of infortnation^fbut tjffe applicant. 

7. Training employees contributes to greater production, lowers 
the cost to you, increases employees 1 job security (which 
means lesS supervision), and improves employee attitudes about 
the job. Good training creates job satisfaction and lowers 

-employee "turnover." * 

Responses to Discussion Questions ^ — 

9 

1. The discussion should focus on Manuel's needs to hire addi- 
tional help. Discuss the advantages of parf-time and full- 
time help. 

2. Discussion should focus on Carmen's versality as an employee. 
Vlanuel could use Carmen as a backup for the cashier, as a ' 
waitress, or as a btf&girl. 

^ - ! * 

3. Discussion should focus on the time and costs involved in • 
training an inexperienced employee. 

i 

4. Discussion should focus on the dependability of an employee. 
It appears that Michael is not very dependable. You would 
have to use your own judgment about hiring him. His person- 
ality may be an asset to your business, but if he is con- 
stantly late and will only stay on the job a- short time, it 
may be costly to you in the long run. A short probation 
period might be the* answer. r ^ 

IV. Group Activities \ * 

The purpose of thesTe role-playing activities is to allow 
students to practice, interviewing and personnel management skills 
at an elementary level . # Simple situations are the basis for the 
role-playing activities. # % Tbe expected outcome of the activities 
is that students will have- a clearer und^rstanding^of what is » 
involved in these "being in charge" skills' .and of what it feels ^ 
like to be the person in charge and/or the employee in possibly 
true-to-life situations. . • 

t 

Have students volunteer to role play, but make sure that 
everyone ultimately has a turn. Read each situation and briefly 
discuss with students any, questions or comments that make the 
situation more vivid. Then have each pair and group of five 
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16. 



role play the situations.* Ask each hov^they fel 
and solicit; from others alternative approaches. 




their roles 



Unlt»5 - Buying and Keeping Track of Supplies (1 class period) 

*- 

I. Case Study ; Manuel is^leased .with the way the plans 'for his 
. ' t'estaujrant ve going. He decides what food supplies 

' lie needs and tfio his fpod suppliefcs will be. 

t 

Text ; What to buy - 
Where to buy * 
>How to buy 
Suppliers j 

Wholesale grocers - * r 

Fresh produce suppliers 
, Single product distribution 

t ';Processed\f ood distributors * ^ 
• . Supplier termfcv \ 

. * « Ordering food x *' 

Purchase order , ' 

* Inventory control „ *i 

III. Responses to Individual Activities 

1. * 



PURCHASE ORDER 
TO; Main Lobster Exchange DATE; June 25 



L6s Angeles 



SHIP TO; La Masia 



PURCHASE ORDER NUMBER; 

REQUIRED DELIVERY^DATE; June 28 
SHIP VIA; Truck * 



Quantity 


.unit 


Description 


Unit Cost' 


Total Cost 


12 




Eastern sole >' 






43 


80 


15 




Pacific snappers 






26 


85 


8 * 




White .fish - . 






24 


00 




TOTAL 


94 


65 




Signature 
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PURCHASE ORbER 








TO: Shel£0n Poultry 


DATE: June 25 




>- 


Los Aretes / 


PURCHASE ORDER NUMBER: 












'REQUIRED DELIVERY DATE: 


June 28 




SHIP TO: 




SHIP VIA: Truck" 






f 

i I 


■*,?"> 
"> , «' i i • 

*u 








< 




Quantity 


i— ^ 

Unit^ 

-jrV 


Description 


Unit Cost, 


Total Cost 


50 




Chi cken 


fryers, cut 






' 1)29 


36 


80 




Chicken 


breasts 






'75 


21 


15 




Game hens 






20 


.85 








TOTAL 




225 


42 








Signature 
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1) 

* 2) 
3) 
4) 



Tota>f; cost for fish * $94.65 - 
Total cost for poultry » $225.*42 

Orders could be placed o* a two-week payment basis. 
Manue^Ulfrill pay his bill in full, at time of delivery. 



2. 



Answers" will depend on the type of , restaurant .students choose 
to' open., and on students 1 choice o P f restaurant specialty. 
Use the tellow Pagjss to check the accuracy of s # upplierd% 

V 

3— a. What to buy ' 4 

b. Where to buy 

c. How to buy 

4. a. Quality and type of merchandise 
. b. Pri ces — 

c. Services provided 

5. 1. b 
4 2. c 

3. b 

4. a * ^ 

5. d 



4, 



III. Responses fro Discussion Questions 

1. Th& discussion should focus on the size of Manuel 1 s res- 
taurant* His restaurant will accommodate 40 customers. The 
* hourly customer turnover rate per seat in a. table service 
restaurant like Manuel's varies between one , and two hours. 
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J2. 



D^scussi^n should focus on the cost and convenience to the 

^taura^t owner. It may be cheaper for you to buy your 
suppli es fr om markets at first. This way you will get an idea 
of what is^being sold and for what price. As your business 
grows, a good salesperson might be helpful. j u > 



3. 



4. 



Since Manuel is purchasing meats and perishables, three days 
is long enough to plan for delivery or purchase. 

a. How much food is on hand 

b. How much is on order 

c. How much needs to be ordered \ 



( 



IV. Group Activity ; ' 

The advantages of a good inventory control system are that the 
restaurant owner will be. aware of what ' gomes in and what goes out 
of his or 'her restaurant on a v daily basis. The owner will know 
which foods are* best liked^and which' food items to discontinue. 
An inventory control system will help a restaurant owner plan far 
future purchases. An inventory control system involves counting 
food^sold and food left unsold. If it really works, there will be 
little food wasted. 



Unit 6 - Setting Prices (1 cTass period) 

I. N Case Study! Manuel decides on the prices hJ^will charge for his 
. . meals. He knows from working in restaurants that the 

menu 'price is 'double or triple the food cost. Manuel 
wants to offer lower prices th&n his competitors. 

Text : Pricing meals 

•Employee wages % • • 
1 . ' * ^Operating 'expenses . * * * / 
Ptofi* . - ■ 4 



*II. . Responses to Individual Activities 

1. a) What type of foods are available. 

b) How they're prepared 

c) Their cost # 



2. a) The price of your meal will depend on the type of menu you 

offer. 

. b).* The food cost is one-third of the menu price, 

3. $6.75 + 3 = $2.25 
$5.5Q ♦ 3 J. $1.83 
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4. The purpose of this activity is to improve the students 1 ' 
. ^knowledge of real restaurant- operations in your area. By- 

comparing restaurant prices and-employee wages to the prices 
-and wa^ges established, by the Restaurant Association, students 
£an get a more realistic view of .restaurant. operations* 

5. The study should focus on p,ricing, wages, operating expenses, 
and profit.* 

III* Responses to Discussion Questions 

1. -The purpose of this ^activit^is, to iive£students a better idea 
of expenses a restaurant bwtfec would deal with. Try a_bE*in- . 
storming approach in soliciting ideaV^pi^expenses . Write all 

. suggested ideas down; eliminate inappropriate or unlikely ones 
later.. Try to encourage ideas that were not mentioned in this 
unit. % _ * ' - . . 

2. Since Manuel must include his operating expenses in pricing 
meals in order to make a profit and^is first thought in 
owning a restaurant was to offer lower prices, this was 
probably a wise decision. Students may have other answers , # 
that are valid. 



3. today tips are usually 20% of the total meal. Of course, tips 
depend on the service you. receive and are not an 'initial part 
of your bill. However, sojne restaurants do -include the v tip in 
their meal prices. Many restaurant employees make as much as 
or more than their basic salary in tips on a daily BaVis. 



IV. Group Ac tivity ' - 

The purpose of this activity is* to give students the oppor- 
tunity to evaluate the pricing policies of real-life restaurant 
. t owners. In doing so, th^y^will be applying what they learned in 
this unit. 



Unit 7 - Advertising and Spelling (1 class period) 

I. Case Study : Manuel decides^ to give a two-might promotional open- 
ing before he officially opens his restaurant. He 
also decides to use direct mail and advertising in 
the Yellow Pages as other forms of advertising. 

Text : Initiate the sale ^ 

Understanding your customers 

Advertising ^ - » 

Yellow Pages 
Newspaper ads 
Direct mail . 
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II: Responses to Individual Activities 
1;« Meeting the customers* 



2. Introducing the customers to the type of food and services you 
off.er by giving them your menu* - , 

3* By the type of food left on his or her plate. * 

4» Any of these three: c 

a. slow ^service* ■ ' • • 

b. uncomfortable chairs « 
c . rocking,, tables v * 

J\j / d*' bad lighting ^ , ; % 

e. drafts , ! , 

5* Custom&rs who d.on f t tell you ^about their complaints. 

6. Word of mouth' 

7. a. Yellow Pages 

* b. Newspaper ads " .T~ 

c. Direct mail ^ 

f / 8. The ad should include the information listed in his ' present, ad 
' in addition to his business hours of 6:00 .to 10:00 Tuesday 

— t\ through Sunday. f ^ 

\ > % 

III. Responses to Discussion Questions 

1. The discussion should focus on the. cosfc^df ads. Ads are 

usually based on column inches, with the highest costs being 
for metropolitan dailies and the lowest for weeklies. Since' 
Jennifer has only a limited amount to spend for advertising, 
the weekly newspaper would'probably be her best selection. > 

* 2. The purpose of direct mail is to^send your, messagea to an 

* individual* by name.. It is the most personal qf aciver- 

tisipg* Albert should have contacted the school iti J:he loc&l 
area for the names* of the groups he wanted to contact. Mail 
addressed "occupant" is usually discarded anyway . This would 
have T>een the best means of advertising if Albert -had properly 
addressed his fliers. ^ 



IV. Group Activity ' - 

- 'The purpose of thia activity is to^expose atudents to, differ- 
ent types of ads and to help them see the characteristics, advan- 
tages^^nd disadvantages of each. 

• **' - ••• u 



Unit 8 - Keeping Financial Records, (1, class period)^ 

I. Case Study ; Financial records are* the basic records of any busi- 
ness. Manuel us.£S two: a guest check and a daily 
pash sfieet - " - 

Text ; Guest Check - o 

Daily Cash Sheet , V . . 



II. Responses to Individual Activi'ties^ 



1'. The daily cash sheet is a way o| recording the cash, sales for 
each ^ day * It also lets the o^net know how nujpfc money he or 
she has taken in and paid out each day. These records are 
used to f ind t out whSt your profit and loss is at the end of 
* each year. * " , 

° , ______ , V 

The daily cash sheet includes the fallowing information: 

Cash receipts, which include: \ < , * f 

a) , Cash sales 

b) Credit "accounts 

* 

Cash payments, which include: 

a) Salaries „ < . • . 

b) v Building expenses r . , • m t • 

c) Equipment and furniture 

d) Inventory or supplies^ 

e) Advertising 

f) * Other* 



DAILY CASH SHEET 



Cash Receipts 



Cash Payments 



Cash Sales 
Credit Accbunts 



TOTAL CASH RECEIPTS 



$ 25i 
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$ 250 



Salaries 

Building* Expenses . 
Equipment and* Furniture 
Inventory or* Supplies 
Advertising 
Other* 

TOTAL CASH PAYMENTS ' 



$ 600 



^ 30 

■ 10 
<60 
$ 700 



Taxes and Laundry & Linen 
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10^ 




III, Responses to Discussion Questifons 

1. The discussion should include items such' as the following: 

• invoices or Customer billing forms from suppliers and 
services such* as printers, supply ^sources , lawyers, 
accountants , insurance agents 

• purchase order forms from suppliers 
checks and check stubs 

• income tax and other government forms ¥ 

• time cards from employees v . 

» 

2. Discussion should focus on services various businesses need. 
* A restaurant owrter would probably need credit ca^d forms and 

receipts* to keep track of a credit sale, as a retail business 
might. However, an answering service would not use credit 
card forms . 

\ 

3. Discussion should be directed to «inplude at 'least the fol- 
lowing points: 

f ^ The need to know how the business is doing for current 
future planning purposes (including decisions on- pricit 
services , profits) 

• The need for^accuxate records for accounting ' and 
purposes and for banking* (e.g. , for establighing^^line of 
credit and obtaining loans) 

♦ I * 

4. Part of keeping your re'staurant successful is making sure your 
* cash revenues are greater than your expenses each month. Yt)u 

can make sure you have enough cash each month by preparing a 
cash flow statement for a few months ahead. If you see short;- 
4f ages coming, you can make changes in your business so that you 

will be^able to, pay your bills. If youMtnow that you wilj 
have extra cash, you can make plans to use it ^wisely. 

IV. Group Activity 

\ - > . • 

\ The purpose of this activity is to expose students to differ- 

• ent types of financial, or recordkeeping forms and to h^lp them see 

the similarities and differences, if any, in their format. 

./ '."'. y . " .. ' 

Unit 9 ~ Keeping Your Business Successful (1 class period) 

I. Case Study : The business lias bfen pperating for two years. 

Manuel takes a look at its performance each' year and 
plans changes to malce it more profitable. 

Text : ^Keeping Trshrioof Profit 

Two-Year Profit/Loss Statement 
Improving Net Profits 

Changing Your Business to Increase Sales 
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XI. Responses to Indivic|^frl Activities 



a) Make sure you have* enough money on hand 
•T>) Keep profits up and costs down 



c) 



Make changes in your business whenever necessary 



2. 



3. 



Gross profit refers to the money from retail sales -after the 
wholesale costs have been paid. Net profit refers to the . 
money left over from the gross profit after all the restaur- 
ants expenses have .been paid. 

A restaurant owner might add additional items to his or her 
business. He or she may include alcoholic beverages or a 
separate bar area; dancing in the evening with a cover charge; 
or may change the hours — instead of opening for lunch and 
dinner, the owner may decide to open for just one of those 
meal' periods. 

' * * ** 

Responses to Discussion Questions •« 

profit is,hardly enough to pay his own salary. A 
\wner should earn the same* of more than an employee 

jiness. Manuel' probably earns less that! 
is not much of a reward for all his 
work and the risks^he has taken. Manuel doesn't have 
much left to improve his business, either. 

Students 1 responses will vary.' Accept any reasonable response. 

Sales and profits may decline for a variety of reasons — infla- 
, tion (fewer dollar^ to spend); poor management; an inappropri- 

ate pricing- policy* limited menu selection; inadequate service 
and employees; shifting traffic patterns; a declining economy 
or community conditions; or poor adver ti^sihg. 

IV. Group Activity . ' % 

The purpose of this activity is to review some of the major 
points discussed in; this module wiW'Hrespect to planning, opening, 
and operating a successful restaurant* This exercise will help 
. students integrate many of the facts, procedures, and problems 
encountered in operating a Restaurant and review their own per- 
sonal interest in the restaurant business* 

, The content outline. df this module will be useful in develop- 
, ing the list of activities that students will then rate. At the 
conclusion of the exercise, you may wish to lead a class dipcys- 
sion to see whether students 1 feelings about owning and operating 
a restaurant have changed as a result "of reading the module. * 




-ERIC 
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V 

Sunmary (15-30 minutes) „ • 

If desired, the Quiz may be given prior to sunmarizTfrg^gJie module and 
doing wrap-up activities, 

( ' ^ - J — s . * 

•The Summary section of the Student Guide covers the main points x>i the 
module r You may wish to discuss this briefly ^Ln class to remind students 
of^major module topics. f 

Remind students that their participation in this module was intended 
as an awareness' activity, so they % could consider entrepreneurshift as a 
career option. Their introduction to the* skills' required for successful 
sm^ll business management has been bri^f. They, should"ltot feel that they 
are now prepared to go out, obtain a loan, a;nd begin their own business. 
More training and experience are necessary.. You can suggest at least 
these ways of obtaining, that experience: one way is to work in thfe^ 
business area in« which they >frould eventually want to have their own _ 
venture; another is to go to school .(community cblleges Are starting to 
off^r AA degrees in entrepreneurship)/ ^ 4 
* • > 

This is a good time to get feedback from the students as to how they 
would rate their experience with the module. Could' they identify with the 
characters* portrayed in the case studies? How do they feel about the , 
learning activities? 

^ You may want to use a wrap-u^lactivity . If you fiave already giveti the 
quiz, you can go over the correct answers to reinforce learning. • Or you 
could ask class members to talk about what they think afcoujt owning a small 
business and 'whether they will follow this option any further. 



Quiz (30 minutes) 



"J, 



The quiz may be used as an assessment instrument or as an optional 
Study tool for students. If you wish to use the quiz for study purposes, 
duplicate and distribute the answer key to students. In 'this case, , - 
student achievement may be assessed by evaluating the quality of students 1 
participation in module activities. - » * 



1. d 



Quiz Answer Key 



2. a. really like food and people \ 

b-. be skillecj/in buying, preparihg, and' serving food 

c. be willing to work hard and long. hours 

^d. have concern for the quality *f the fopd and ^healjjjh of the .com- 

" munity you serve - . 
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3.- 


a. 




b. 




c # 




d. 




e. 


4. 


a . 




b. 




c. 


5. 


e 


6. 


c 


7. 


b 



special food ideas / 

delivery service 

providp \comnunity newspaper 

offer a small free item 

offer a separate eating area for kid 

business license 

health department permit 

fire department permit 



8. $25,000 

9. a 

10. - b 

t 

11* a/ friends and^ acquaintances - 
b. employment agencies 
c • - .newspaper advertisement 
d. personal applications 

12. a. physical ability 

b. educational qualifications 

c. personal qualifications 

13/ d 

14. &• frpwHSuch food is on Wand 

b. how much is on order 

. c. how much needs to be -ordered 

15. 3& wholesale ^^ocer 

h\ fresh produce suppliers 

c. single product distributors 
d«' processed food distributors 



16. b 



\ 



,17. a. Yellow Pages 

b. newspaper ads 

e# direct mail y 

18. a ^server (waiter' or waitress) 

b. number of guests (customers) 

c. table being served * • 
*•<$♦ date and amount' of purchase 



19. a 

20. Net ptofit 
Profit ratio 
Expense ratio 



SUGGESTED READINGS , 
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GOALS AND OBJECTIVES 



To help you plaij,;your restaurant. , 

Objective It Describe the services, customers, 
and competition of a restaurant. 

Objective 2: List three special personal 
qualities a restaurant owner needs. 

Objective 3: List ways to help your business 
"stand out" from its competition. 

^ * 
Objective 4: List one legal requirement: for 
running this business. 

H 

To help you choose a location for your restaurant 



Objective 1: List three things to think about in 
deciding where to locate your ^restaurant . 

Objective 2: Pick the best location for a 

restaurant from three choices and explain your 
choice. 



To help you plan-liow to get money to start your 
restaurant. 



Objective 1: Write a business description for 
your restaurant. 

Objective 2: Fill ouf a form showing how much 
fc money you need_ to borrow to start your 
restaurant.* 
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To help you select and manage the people with 
whom you work. 



Objective 1: Given the general tasks of a 

j restaurant owner and several employees, decide 
— J how to divide the work. 



Objective 2: Select ffom a list of restaurant 
applicants those acceptable for your 
restaurant, ^ 



\ 



Objective 3: List three ways- employee training 
qan help your business. 



To help you buy and keep track of your supplies, x 



Objective 1: Select a merchandise supplier, 
decide how much you will buy, and develop a* 
schedule for ordering the supplies. 

Objective 2: Compute the total amount of your 
purchase order for your business. 

Objective 3: Compute the amount of inventory on 
hand on a certain date. 



•To help you decide how to set prices for your 
restaurant business. 



Objective 1: Given tjiings to consider about the 
prices of a meal, select the bestS^rice. 



To help you learn ways to advertise and sell your 
restaurant. 



Objective 1: Choose the best way to advertise 
your restaurant for a specific purpose. 

Objective, 2: Develop a printed' ad. for your 

restaurant for the Yellow Pages or, a newspaper. 
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Goal 8: To help you learn how to keep financial records 
for your restaurant. ~ 



Objective 1: Fill out a customer guest check 
* ' fopn. 

Objective 2: Fill out 'a daily cash sheet for 
money received' and paid out in one day. 



Goal 9: To help you learn how to keep a restaurant 
successful. 



Objective 1: Figure out the net -profit (before 
taxes), profit ratio, and expense ratio for 
this business. x 

Objective 2: State one way tfeis business could 
increase its profits. 

Objective 3: Suggest a way to change your 
business to increase dales. 
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